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SPECIAL ASSISTANT FOR THE OFFICE OF GENERAL COUNSEL 
GS-0301-09 

 
INTRODUCTION 

 
This position is located in the immediate office of the Office of General Counsel. The 
Special Assistant for the Office of General Counsel (OGC) assists the General Counsel and 
other senior officials with a wide variety of administrative duties. 
 
The proposed incumbent of the position requested for Schedule C exception will not be able 
to adequately perform their duties without being privy to the political, personal, and 
management philosophies of the General Counsel. A confidential relationship of a Schedule 
C nature is imperative since the incumbent with speak for the General Counsel and, as such, 
will be expected to reflect their supervisor’s philosophies in conversations with leading 
figures of the government, business and other groups. The incumbent will also be obliged to 
present the views of the General Counsel in correspondence and other communications with 
Agency managers and program officials. 

 
MAJOR DUTIES AND RESPONSIBILITIES 

 
1. Incumbent is responsible for planning, organizing, and carrying out program 

assignments to maintain and improve systems and programs directly related to 
the activities and events associated with the Office of General Counsel.  
 

2. Formulates and recommends administrative plans and procedures and implements 
existing administrative regulations. Develops instructions for administrative operating 
procedures to resolve procedure problems and improve efficiency of administrative office 
functions. Prepares reports and briefings for management on administrative matters. 
Interprets existing administrative policies and implements procedures to cover internal 
operations. Evaluates the effectiveness of administrative programs or operations by 
utilizing various analytical techniques to meet established goals and objectives. Interacts 
with higher level staff on daily administrative matters to ensure efficient ongoing 
operations. 

 
3. Manages the schedule of the General Counsel and has responsibility for providing 

advice and oversight in the area of scheduling and logistical support for 
conferences and meetings involving the General Counsel. 

 
4. Monitors telephone calls, attends meetings, or is briefed on meetings immediately 

after they take place in order to know what commitments were made and what 
developments occurred in matters of concern to the General Counsel. On own 
initiative or as directed by the General Counsel, as necessary, informs staff and 



office heads of developments in such conversations and meetings and arranges with 
them for the implementation of commitments made by the General Counsel. 

 
5. Maintains calendar of appointments and conferences and keeps informed of 

the General Counsel's schedule of activities and commitments to remind 
him/her in advance of commitments made. 

 
6. Incumbent applies practical knowledge and skills to identify methods, approaches, or 

procedures to eliminate and avoid all negative concerns, issues, and/or perspectives 
regarding the operations of staff throughout the Office. Works closely with senior 
staff members to ensure changes and set timeframes are feasible, effective, and 
timely.  

 
7. Prepares informational material based on established policies and guidelines, when 

guidelines are not directly applicable, uses analytical methods and judgement to 
choose, interpret, and/or adapt guidelines for specific issues. The incumbent will 
consult with the supervisor to interpret and adapt these policies and guidelines 
regarding controversial issues. Composes and prepares a variety of correspondence, 
reports, records, briefing materials, and statistical and narrative material required to 
support the Office. Uses office automation applications to produce a wide range of 
documents into final form from own composition, brief instructions, or rough draft 
from other staff members. Uses database or spreadsheet applications to enter, revise, 
sort, and retrieve data for reports; and uses graphic software to provide charts and 
graphs. Assures that the content of all outgoing correspondence is consistent with the 
General Counsel's mission, goals and objectives. Ensure clarity, completeness of reply, 
grammatical and procedural correctness, and conformance to regulation and command 
standards. 

 
8. Performs other related duties as assigned. 
 

 
FACTOR LEVEL DESCRIPTIONS: 
Factor 1 - Knowledge Required by the Position      Level 1-6 (950 points) 
Knowledge of and skill in applying analytical and evaluative methods and techniques for assessing 
administrative program development and effectiveness and efficiency. 
 
Knowledge of and skill in applying a standard range of methods used to gather, analyze, and 
evaluate information concerning administrative program development and implementation 
processes. 
 
Knowledge of and skill in preparing project papers, staff reports, and oral briefings to encourage 
understanding and acceptance of findings and recommendations. 
 
Factor 2 - Supervisory Controls      Level 2-3 (275 points) 



The supervisor assigns specific projects in terms of issues, organizations, functions, or work 
processes and sets deadlines for completing the work. The employee plans, coordinates, and carries 
out the successive steps in fact-finding and analysis of issues necessary to complete each phase of 
assigned projects. 
 
The supervisor provides assistance on controversial issues or on issues for which precedent are not 
available. Work is reviewed for conformance with overall requirements as well as contribution to 
the objectives of the task or project. 
 
Factor 3 - Guidelines       Level 3-3 (275 points) 
Guidelines consist of Agency policy, higher echelon directives, or project specifications.  Policies 
and precedent studies provide a basic outline of results desired but do not go into detail concerning 
methods. Relevant manuals, policy guidelines and regulations are available for reference purposes.  
These guidelines, regulations, policies and procedures frequently need interpretation in how and 
when they are applied and used. 
 
Factors 4 - Complexity       Level 4-3 (150 points) 
The work involves dealing with problems and relationships of a procedural nature rather than the 
substance of administration and/or issues. Projects usually take place within the organization with 
related functions and objectives. The employee uses established analytical techniques to gather 
narrative or statistical information to manage the collection, maintenance, and dissemination of 
government information. Findings and recommendations are based on research of precedent 
policies and the application of standard administrative guidelines. 
 
Factor 5 - Scope and Effect       Level 5-3 (150 points) 
The purpose of the work is to assess the effectiveness of current administrative programs in the 
Office and advise on resolutions to routine issues utilizing established criteria with an emphasis on 
program administration. Recommendations influence decisions by managers concerning 
administrative programs. 
 
Factor 6/7:  Personal Contacts/Purpose of Contacts                    Levels 3b (110 points)  
Personal contacts are generally within the Agency but may include those outside the agency who 
are consultants, contractors, or employees of other government organizations and the White House 
in a moderately unstructured setting. 
 
Purpose of contacts is to collect and exchange information, research problems, provide 
recommendations for resolving problems, and to plan and coordinate work assignments. 
 
Factor 8 - Physical Demands         Level 8-1 (5 points) 
The work is primarily sedentary. There may be some walking, standing, bending and carrying light 
items and may involve travel to other locations. No special physical demands are involved in 
performing the work. 
 
Factor 9 - Work Environment      Level 9-1 (5 points) 
The work environment involves everyday risks or discomforts requiring normal safety precautions 
typical of office settings. The work area is adequately lighted, heated and ventilated. 
 
TOTAL POINTS: 1920 
GS-09 Grade Range: 1855-2100 
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